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‘ . ADMINISTRATIVE SERVICES DIVISION o )

/ RECORDS MANAGEMENT AND CONTROLS

Application Number
A APPLICATION FOR o 8 ""A‘ .
AMENDMENT TO RECORDS RETENTION SCHEDULE (“

Application Date:  8/10/82 FOR STATE RECORDS MANAGEMENT DIVISION USE
‘ ' Date Received “Application No, Date Completed

AUG 121982 S—~HR 00T 24,1982

Record Series Title: Employer Quar_j{.erly Wage Reports Fl’erson to Contact: Jne Carter

Item number to be amended: Ttem 25: "Agency Recommendations" Telephone No. 56-3066 -

)

Reads as follows: cut off calendar quarter, hold in current files two years, then transfer:
to records center, then destroy quarterly in center, No further adminis-
trative value after 4 years.

Amended toread:  cyt off at calendar quarter, hold in current files 6 quarters, transfer
quarterly to records center, retain 10 quarters in center, destroy quarterly.

Re“onf°f¢3“9¥ The increase in liable accounts for unemployment insurance taxation and
the automation of the tax reporting and deposit system have increased
the volume of the quarterly reports. The volume is exceeding the
current physical space of thesFmployer Accounts unit. The file will grow.

owe_§11018)L

Date

AUTHORITY:
Division Director/Designe

Records Management Otficer {RM

— Date 3//&/ 72—
State Auditor/Designee: P o Date {o/z 7/ r -

Secretary of State/Designee: QAAAVW\/W‘M o ____ Date i —_-Zj,z:},gﬁ_w_._.._q

Attorney General/Designee: 7 W . ... DateZ t’,Lﬁ:_&Z-___

ESA-143 (3/80)

ESA Director:
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Peraon to Contact .
. B - - - ) o o~

AGENCY, Diviwsion, Subdivision & Adeinistering Office Address
§tate Department of Labor <

Employment Security Agency, Unemployment Insurance
Division, Employer Accounts Section, State Labor Peggy D. White

e Application for T — it
s GEORS 1A ‘RECORDS DISPOSITION STANDARD RECORDS MANAGEWENT DIVISION
| _Av‘r; jmr_ﬁyﬁcggﬁ: Se¢ separate {natructions for oompletion of ] FOR RECORDS MANAGEMENT DIVISION USE i
Au_gust 26 N 1971 ﬂ;:nt and revarae of this form. Sign original and two copies Date Received Application o, Date Completed
2 .Agency Application No. nd forward to Dapartment of .h;chivu and History, Attenti?n: EP 8 1911 , SEP l 7 197'
1 ¢cordas Management Officlcr. B j" ) )

Building, Atlanta, Georgie 3033k ~orsing FEVTE T e
Records Location: In section & 1 P'tree Storage | Supervisor 3061

T,iEiION REQUESTED
ESTABLISH DISPOSITION STANDARD;

DISPOSE OF PRESENT ACCUMULATION;

1968 - to date 1} x

RECORD WILL CONTINUE TO ACCUMULATE. ™= NO FURTHER ACCUMULATION ANTICIPATED,
! T'K;;'-;:'_'j_ Dates Q  EXact STI!_S TITLE Employer Wage Summary_ ngor__t__ _l_f‘:gles_l (Whl’te‘ Cgpy) )

lo What function performed resulted in creation of this series
-

This section of the Unemployment Insurance Division receives, examines,
“batches, and maintains quarterly Wage Summary Reports. Establishes and
maintains a record.of report delinquency. Endorses and banks all employer
remittances, indicating distribution of delinquent remittance and reapplication
of return items. /Receives and prepares Forms 940-B and Schedules A for
- machine certification (Immediate prior year only), manually certifies
delinquents and discrepants and returns to Internal Revenue Service Centers.

/Initiates new entries and corrections from Daily Report to the employer
name and address computer tape and establishes penalty and interest dates in
the machine record. GENERAL FILES UNIT: Establishes and maintains employer

/Initiates adjustments to taxable wages and base period wage tredits, '© -t ann

liability files by Acct. No. & alphabetic cross reference file - name to Acct. No.

[] ] DESCRIPTION OF SERIES - Include Porm No. & Form Title, if any

0""..

File consists of Form No. E.S.A.<l, "Wage Summary Report."
A report is‘?iiéd'quafteflyfby sgparate employers through-
out the state. Reports are grouped into batcles of 50 o
sheets and these constitute the tax batches. Batches are

MR I i e e S a3, 7

filed in numerical order. . tﬁ4€1; Yy J9¢1¢9ﬂ1~t
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i2 . - BQUITPKENT OCCUPIED - ) No. of Drawvers Cu. Ft. of Records [ White, & Green To. of Drawers Cu. Ft. of Records
Offlg R&-rﬁ[sIQu’nuéLTl 5"{ 8 5 ANNUAL RATE or_AA.ccuuul.‘urqu . ‘
: : ! : Copies 25 37.5
w - In Otfice(s) In Storage Area(s)
Legnl-uize Pile Dravers ) Floor Space Occupled {Square Feet) -
N 291|_ [} ‘
By Annual Accuaulation Y:::?- YI“::','. Pr;;:‘:%‘: ‘1ie:::"”' :
: . {Frequent [Decrepse
AVERAGE DAILY REFERENCES o AP prox.|:
40 | 30 ho pef day



r— QUESTIONNAI‘EE P.‘I..cc an:::'_ in the proper column. If ansver is "‘!!S."' plense explain -_“!; ”q
X
S .
13. Is this the Record Copy of the series? s DI
14. Is there a duplication of this series in another office or agency? ER :?I]V:}I]
i { ' .
15. Is the information contained in this Series ever summarlzed or publlshed? R
Check on statistical summaries. i N S A
16. Does the series contain classifled 1nfbfmé%10n requlrlng gecurity handllng9 B ﬁlﬂ”f:j]

Secured by Federal Law. i T e A
1T. Does the series document pollc1es and procedures of agency ] operation or functlon? [] [

-~

18. Could the function be performed if the files were lost or destroyed? [] 3
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [] ijbd
-4 Desirability of filming is hbeing considered. :
20. Does the record series prdvide data as 1nput to an EDP file? -]
S _To\facllltate accountlng.- o o L e <Ll
21. Does the record series contain documentation produced as EDP prlntout? T [1 K
22. Is the series affected by Federal or grant funds? . R 1]
100% federal funding.
23. Will there be & need for these records 10, 15 years from now? If yes, what? . 11 ®

24, REQUI_RENE_N_TS‘; The follow1ng requlres the files 'l:o be kept--—four--—-—yea.rs

a. [X]STATE b.[]STArUTE OF e. []AUDIT 4. []FEDERAL e . [JADMINISTRATIVE . [ JHISTORICAL
LAW ‘LIMITATION PERIOD ~~  LAW - DECISION - VALUE
- “(Cite Law, Statute, of other reason for the retention requtrement)
Section 1h of Employment Security Law as amended through March 1968 Sub-

sectlon Sh 650..h

25. AGENCY RECOMNENDATIONS. This agency recommends that the file series be cut off &t the end
of each -[]CALENDAR YEAR <[]FISCAL YEAR -[KOTHER  CALENDAR QUAR TER ' sthen:

A.[]Destroy immediately after cut off. .
B.[dHold in current files area month(s)/-two-- year(s), then:

1 []Destroy. '
.2 XﬂTransfer to records center; hold- two-u-year(s) then: .
S -1 B(]Destroyw(qm*bgﬂ-yﬁinﬁ&en-te;)-.

. b.[]Transfer historical eterial to Ardhlves,__;

--r-} -

. ' . destroy remalnder., L
-3 []Destroy after audit (or year(s} after audit) IR
C.[]}Bold in current files area 1ndef1n1tely o
D. []Ho%? in current files area year(s), then transfer to Archives permanently.
E Other

| (Indicate briefly rationale for recommendations above/or write additional remdrks):
~ No further administrative value after 4 years.:

e - ATTACH SAMPLES OF THE sss WHEN POSSTBLE) |

. avantory taken.by Recolneaultlon ‘prapared by . ‘; fon Date ffic.p n.t. -
e B AR 2 A
[]Disapproved , W 7 ? 7/

A

ppro“ed
Difectgr, Archives & His, Sry Date
in Paragraph 25 Qoved [IDisapproved LAY 19-10- A

Date

Recommendations

Bec ary of Stotc

7éet _ _ - 19

[‘ﬁpproved []Disapproved}i QM&; 137../5’7 j

;éﬁe:-~ -+ | [JApproved []Disapproved
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o P “\p} jcation for DEFARTNRET OF ARCNIVES & BISTORY PAIGE
. ‘éEDRGlA RECORDS DISPOSITION STANDARD RECORDE WANAGEWEST DIVISIOR . '
""]’_"T;;x ication Date ’ v,:;;ﬁ-”{fosn +:r.; l:;ak;;: x—ae—:.:::;v;n‘f;r “eomplation of )} POR RECORDS HANACENENT DIVIston ust \ T
AuEu‘t 26 1971 ] freat and revares of t’lu Jerm.  Sign original and two copies Dute Racaived Appiicstion ‘° " vt Fompleted

27 Ageccy Applicllinn .

DL~ 001
SENCY, Division, !uhdlvl fon & Ad-inishrin. oruce Addnn o ‘ h Peruou to Centmet
§tate Departneﬁf of Labor

Enployzent Security Agene Unenployment Insurance
Division, Employer Accoun s Bo,tion, Etate Labor | Pegey p _¥hite
Building, Atlanta, Georgia 3033

and forward :o £¢part-¢nf of Archives and Nistory, Attention: EP B 1971 3 SEP 1 7 197‘

Récords Management fosen i
T T T T e T e T e T ‘—‘ ST T T T e e e

5, Working Title ) 6 .1“:1_.“_!_6".
“ecords Locetion: In section & 1 g:tree Storage $gpg:!}§9g - 3061 |
7 ACTION REQUESTED 7 .
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATICON;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.
An:luli"‘l)—:: T -_9_ !X‘A;T ERIES TITL! - o a - T T T
1 . Emp lozr'er Wage Summary Report of Files (White Co
P168 - to date | EMPLOYIR QUARTE UEDIPLOYNDNT TAL -REPGRT PILED ﬁn?ﬂu eory)

e e s — i
10 What function performed resulted 1o creation of this lerleg
. -

This section of the Unemployuant Insurance Division receives, examines,
.batches, and maintains quarterly Vage Summary Reports. Establishes and
waintains a record of repert delinquency. Endorses and banks all erployer
renittances, indicating distribution of delinquent remittance and reapplication
of return {tems., /Receives and prepares Forms 940-B and Schedules A for

machine certification (Imrediate prior year only), manually certifies
delinquents and discrepants and returns to Internal Revenue Service Centers.
/Initiates adjustrments to taxatle wages and base period wage credits.
/Initiates new entries and correctfons from Daily Report to the employer

name and address computer tape and establishes penalty and interest dates in
the machine record. GENERAL FILES UNIT: Establishes and waiotains erployer
liability files by Acet, Yo, & alphabetic cross reference file - name to Acet. No.

11 DESCRIPTION OF SEFI!S - Yaclude Form Wo. & Form Title, if any

File consists of Form No. P.S5.A.-k, "VWage Summary Report."
A report ias filed querterly by ueparate enployers through-
out the state. Reports are grouped into batels of 50
sheets and these constituté the tax batches. Batches are
filed in numerical order.
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13" Is this the Record Copy o'f the series? ' &d‘ (1
‘ L

1k. Is there a duplication of this series in another office or agency? ) : 1 n
. . i '

15. Is the information contained in this series ever summarized or published? (1 X

Check on statistical summaries. - ‘ _
16. Does the series contain classified information requiring security handling? M 1

Secured by Federal Lav. ‘
17. Does the series document policies and procedures of agency's operation or function? [] [

18. Could the function be performed if the files were lost or destroyed? [1 K

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 M
Desirability of filming is being considered. yess W

20. Does the record series prpvide data as input to an EDP file? X []
To facilitate accounting.

21. Does the record series contain documentation produced as EDP printout? 1 X

° . ‘

22, Is the series affected by Federal or grant funds?

. 100; federsl unyding. & ’ ™ [l

23. Will there be a need for these records 10, 15 years from now? If yes, what? R I ¢

R —— i — - R S — -

2h. REQUIREMENTS. The following requires the files to be kept:f@'ng:fjearé:

a.KISTATE ©b.[]STATUTE OF c.[]AUDIT d.[ JFEDERAL e.[RADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE

(Cite Law, Statute, or other reason for the retention regulrement)
fection 1k of Employment Security Law as amended through March, 1968, Subdb-

section 5k-650.

O S P — — - ——— e ——— o ——— ]
o5. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CAIENDAR YEAR -[]FISCAL YEAR -K]JOTHER CALENDAR QUARTER ,then:

A.[]Destroy immediately after cut off. ' _
‘B. BHold in current files area month(s)/=tW0== vear(s), then:
1 []pestroy.
2 XATransfer to records center; hol@=two-=-year(s), then:
a KlDestrom(quarterly inm Center).
" b []Transfer-historical material to Archives;
destréy remainder.

3 []Destroy after audit {or yesmr{s) after aundit).
C.[JHold in current files area indefinitely.
D.[JHold in current files area__ year(s), then transfer to Archives permanently.
E.[]Other ) ‘

(Indicate briefly rationale for recommendations above/or write additional remarks):
No further administrative value after & years.

ety (ATTACH SAWPLES OF THE SERJES wHEN"?OSSIBLﬁf;ZZi..,‘Jzﬁ s
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| Sheplin: | $Cailon 7 56117"7’7}7/ , .
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